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STATE OF GEORGIA 

RECORDS SERIES PROFILE 
RECORDS RETENTION SCHEDULE 

APPLICATION ##910524-01 
(DHR Application #91-085-1) 

Sheet: 1 o f2  

Schedule Number: 73-021 6-A 

Effective Date: 08/23/94 

Superseded Schedule Number: 73-21 6-A 
Effective Date: 05/06/82 

Agency Code: 0427 

Agency: Department of Human Resources 
Division of Public Health, Community Health Section 

Creating Office: Laboratory Unit 

Series 
TdIeDates: Virology Test Reports, 1987 - [ongoing]. 

Access: Confidential (O.C.G.A. 31-12-2). 

Class: Agency-wide Common. 

Function 
Documented: Reports from bacteriological, chemical, and immunological tests performed by 

laboratory units in Atlanta, Albany, Macon, and Waycross. Included are forms 
and reports covering the testing process for rabies, mumps, infectious 
mononucleosis, AIDS (HIV). etc.. and reference papers. 

Amngement: Alphabetical by county; thereunder alphabetical by surname of requestor; 
thereunder chronological by date of request; except for AIDS (HIV) which are filed 
numerically by labassigned control number. Weekly summaries of AIDS (HIV) 
tests results are filed chronologically by week-ending date. 

Media: Paper; PC floppy disk. 

Retention 
Requirements: Legal: Two (2) years. Official Rules and Regulations of State of Georgia 

(290-5-29-.13). 

Disposition 
Instructions: Paper Record - All Viruses: 

Cut off file at and of each calendar year. 
Hold in current files area one (I) year. 
Transfer to State Records Center and hold one (1) year. 
Destroy. 

I 
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STATE OF GEORGIA 

RECORDS SERIES PROFILE 
RECORDS RETENTION SCHEPULE 

APPLICATION #910524-01 
(DHR Application #91-085-1) 

Sheet: 2 of 2 

Schedule Number: 73-021 6-A 

.b  

Effective Date: 08/23/94 

Superseded Schedule Number: 73-21 6-A 
Effective Date: 05/06/82 

Disposition 
Instructions 

(Continued): PC F~OPPV Disk Record -AIDS (HIW PC Summaw File: 
Generate weekly hard-copy report. 
Send weekly report to DHR AIDS Program Unit. 
Retain a paper copy of report as required above. 
Maintain PC floppy disk record until no longer needed for reference. 
Erase and reuse or destroy. 

The State Records Committee has approved these disposition instructions for the 
records series described in the attached records retention schedule application and 
this schedule profile. 

& m 4 W L  
Edward Weldon u Date 
Secretary of State Designee 

FORM: PROFILEQO.REV% 



EXHIBIT-A 

Application No.:#91-085-1 (rev. 2-12-93) 

Records Retention Schedule 

GEORGIA bEPATMRNT OF HUMAN RESOUR& 

Division/Office: Division of Public Health 
SectionjUnit: Community Health Section 

Schedule No.: Date : 

Record Series Title: 

Description : Documents relating to reporting test 
results for various types of virology samples. 

Laboratory Unit 

Virology Test Report Files 
.b 

Included are forms, reports,reference papers and magnetic storage 
media. Types of viruses include, but are not limited to: Rabies, 
Mumps, Infectious Mononucleosis, HIV (AIDS) , Chickenpox, 
Herpesvirus, Influenza and Measles. 

File Arranqement: HIV (AIDS) paper filed by number assigned by 
the Laboratory Unit. HIV (AIDS) PC summary filed by week ending 
date. All other virus documents filed alphabetically by county; 
thereunder, by name of requestor; thereunder, by date of request. 

Retention/Disposition Instructions: 

Cut off files as follows: 

1) Paper Records (All Viruses) 

Cut off file at end of each calendar year; hold in current 
files area 1 year; then transfer to State Records Center, hold 
1 year, then destroy. 

2) HIV (AIDS) PC Summary File 

A) Generate a hard copy report weekly to the AIDS Program 
Unit. 

B) Maintain PC floppy disks until no longer needed for 
. reference, then reuse. 

Confidential: Yes - Closed Record - O.C.G.A. 31-12-2. 

Supersedes : 73-216-A (amended 5-26-82) 

(91-085-1) 
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Retention Records 1 ~ a n ~ a r y i ,  1973 1 

*L. . 
Division of Physical Health 

Labo&tory Unit 

APPl. 
No. - Description Disposition 

BACTERIOMGY TEST HEPORT E L E  Same as Above 
Docunients relating t o  the report- 
i n g  of test  t d  identify pathogenic 
bacteria and fungi. This includes 
reports of t e s t ,  and assorted re- 
ference and vprking papers. File 
i s  arranged alphabetically by 
county, by request&, then by date 
of test. 

VIROLOGY TEST REPORT FIm. 
Documents relating t o  the report- 
ing of laboratory test for  v i r a l  
infections. This includes, but , 
is not limited to: 
test for  rabies, mumps, infectious 
mononucleusis, e tc .  and assorted 
reference and working papers. 
File is  arranged alphabetically. 

reports of 

73,2/7MEDIA AND REAGENT REXJJISTION FILE 
Documents relating t o  preparation 
of test media and reagenks for  use 
i n  the various diagostic labora- 
tor ies .  This  includes, but 5s not 
l m t e d  to: un i t  requistion forms, 
mark sens i t iv i ty  sheet, comjyter 
printout, and related papers. 

' Cut off a t  end of each calendar 
year, hold in CFA fo r  2 years; 
then destroy. 

Cut off annually and destroy. 
Earlier destruction is  author- 
ized. 

1 
Records w i l l  be shipped yearly by departmental truck to  the Atlanta 
office for destruction. 
used for  shipment. 
u t i l i zed  t o  insure confidential nature. 

Number nine (9) card board boxes w i l l  be 
Inventory and volume control measures w i l l  be 



DHR I I. GEORG~A DEPARTMENT OF HUMAN RESOURCES. ARCHIVES AND'HISXBRY I 
rpprcrion I: - 

L m U  
I 

~1 . Virology T e s t  R e p o r t J i l e s -  .> . . .- ~~ - .._ -.. i  ... . I  . . ,% -.- : r * .  i * What uthefunaion of Uu  Di- and the O n i  in which thicrmcord nries is mated? 
- _  .- - ~ - . __.__ . 

~ .: ~ _ _  . - -- - 
Ihe Dir i i i i i  of Publ ic  Benlth. through t h e  leaderahip of t?;.~~~;;;t-.;;~i;;e~onaible f o r  t h e  adlainis t rmtim,  d i r e c t i m .  B 
md coordination of t h e  physical  hea l th  p r o g r m  throughout Georgia. 
s tmdards  f o r  businema. housing, and f i e l d  operat ions:  
Md cbildq?: t he  diagnosis  m d  con t ro l  of diseases:  
tng. cc r t i f i cmt im.  and p r u e r v a t i m  of c e r t i f i c a t e s  of b i r t h s , - u r r i a g e a ,  divorces. mnnuhcnts of u r r i q . .  Md d u t h m  ~~i ~. . .  
tbt o m r  uch year in t h e  Stmte. ...::'&-*':':'. . . ' 

Ihis is sccmpl i shed  by t h e  ea t ab l i a tnenc  of h e a l t h  ; 

md t he  d a i l y  Sts te-vide p r o g r u  of r e g i s t r s t i o n .  a tmtimtical  cod- : 
and the imprw-eat of t he  phpic.1 and den ta l  heal th  of a d u l t s  

. . . .. 

me b b o r * t o v  S c c t i m  has the  r c spona ib i l i t y  t o  p r w i d c  l a b o r a t o n  aupport swviccn f o r  t he  nivimion. including: 
om dimcnmrrel.ted specimens i n  support. of epidemiologic i a r ec t iga t ion  and discaae c o n t r o l ,  such as: 
m d  tuberculosis  control. hyppcrtmaion programs, l o c a l  Ucdiiaid p iog rus . ' - d  epidemic in fec t iona :  
spec i f i c  1cgi.l.tion governing mqh b l w d  t e s t i n n  progr-s a8 phmylkctonuria .  sictlc c e l l  d i sease .  and premari ta l  myphi- 

fie Central  b b o r a t o w  serves as a rCfcrmCe l a b o r s t o w  for  d e f i u i t i r e  and caaplcx procedures and conducts appl ied 
research. L b o r s t o q  services are p t w i d c d  t o  l o c a l  h u l t h  departmrntm. p r i v a t e  physicians. hoapitalm, and p r i v a t e  lab- 

t e a t s  
venereal  dimcame 

snd to p r o l u I 6 t c  

. lie. 

C.Z+OIiU; 

- - 
1. *us Dnmption This  fib mntDln1 the followinq documrnti findude form numben n d  Was, ilenyl: Attach ernplea of the ftte. 

Lbmmntr relating to: 

Included an: 

! 

TIU file irarrmged : p a t i e n t  records  - a l p h a b e t i c a l l y  by name of p a t i e n t  
work s h e e t s  - numerical ly  by d a t e  of tcst  

i 

3. Monthh, Retnena Rate How ohrn u e  ~ ~ m s  n t e m  to wh~cf~ an: 

Orwm u x  months old : Sawn DD w l w  m t h r  old ; Thinwn to twsnty-twr months 
w w f m  month8 and oldor 7 

3. Annd Ram of Aaumulnion or Reax& 
~. 

l+mr-um dmwn ; LsgdJadrswsn : shelver ; Other ISmcifyl 

.- I 



- 

I I b. Daal the sarh mnuln confidantial informion rsquiring securixy hndlin~? If yes. cia law OT ragulation. 

~~ 1 a. Wh.n ow or (wo documn4 in ttu f ib  rmka it mkvy m W ch. andm fila for low pricd, muld thar docunpnu ;\ 

h *lad r a v r n l v ?  
I I - ._ -c- . . 

f. I$ ch information canmined in th is  r r i a r  .u)r publirhd? If yes, .mch w. 

1. Rmntbn  Aaqulnmnu Tha followinp raquins the mrier m b bpc: 

~ t u c h  sopy or arswpt of (nvl or noulniolu Explain adminimatlw need. 

2 ApPr0v.d DipoJtion Instrum 'ons Thu Wncy ncammnds that tha file a r b  b at off a t  the end of aech: 

rhon. QCa1end.w Year: 0 F i d  Yur: OOther - _  

0 Hold in tha arrant files arm 
0 Transfer to Iwl holding J~U: hold 

a Transfer to sut. R ~ m r d r  Center: hold f y.&(r):then 

gl hnmv 
(3 Transfer to Sum Archius for mr?Mnmt ratsotion. 

Oothw Isp.crtvl 

m t h ( s )  _1 vur(r); then 
wads):  then 

Ruu innrunions apply to ell prior a d  futun rccurnulatiens of the series. 


